UNITED STATES DISTRICT COURT
DISTRICT OF PUERTO RICO

CIVIL CASE OPENING/CREDIT CARD MODULE
MANUAL

April 2010 - Version 4.2

Frances Rios de Moran, Esq.
Clerk of Court

Clerk’s Office Points of Contact:

Nivea Ocasio, Workleader DQA Section Kim D. Kalife, CM/ECF Project Manager
Tel.: 787.772.3062 Tel.: 787.772.3085
nivea_ocasio@prd.uscourts.gov kim_kalife@prd.uscourts.gov

Help Desk: 787.772.3449



mailto:nivea_ocasio@prd.uscourts.gov
mailto:kim_kalife@prd.uscourts.gov

TABLE OF CONTENTS

CIVIL CASE OPENING . .. . e s s, 3
CASE OPENING SCREEN . . ... s s 5
OffiCe . . o 5
Case TYPE . .ttt 5
Case NUMDbET . . . ... e 5
Date filed . . ... .. 5
Lead Case Number . . .. ... . e 5
Association type . ... .. 5
Othercourtname . . . ... ... . 5
Other court nUMber . .. ... .. 5
Related Cases . .. ... ... e 5
STATISTICAL SCREEN . . .. e s, 6
JURSAICHiON . . .. 6
Cause of ACLION . . . .. e 6
Nature of SUit . .. ... 6
Origin Code . ... 6
Citizenship . ... . 6
Jury Demand: . .. ... 7
Class Action ... .. 7
Demand . . ... .. e, 7
Arbitration Code . . ... ... 7
CoUNtY . 7
Fee Status . ... ... .. 7
Fee Date and Date Transfer . ... ... ... . ... . . 7
PARTY SEARCH SCREEN . . .. . e s s e 8
CREATING NEW PARTIES . . . .. e s s 8
ADDING ALIASES . . . . 10
CORPORATE PARENTS . . .. s s 10
CASE NUMBER ASSIGNMENT . . .. . e s 11
DOCKETING LEAD EVENT . . ... e e s e 11
PAYING THE FILING FEES, EXEMPTION FROM FILING FEE or
PROCEEDING in forma pauperis . ...... ... ... . . . ... 14
PAYING FILING FEES ON-LINE . . .. ... e 15
FINAL STEPS . . . . e e e 16




NOTICE OF ELECTRONIC FILING . . ... ... 17
JUDGE ASSIGNMENT . . .. 18
APPENDIX A - PARTY NAME STANDARDS . . ... ... ... .. ... ... Appendix A




Pursuant to Local Rule 5.1, attorneys are required to receive notice of filings
electronically and to file documents electronically. Attorneys may also open their own
civil cases and electronically file the initial document/pleading.

In order to file a case electronically, an attorney must be able to do one of the following:

1. Pay the required filing fee with a credit card over the Internet;

2. File the case without paying filing fee, accompanied by a motion to proceed
in forma pauperis; or

3. File a case where the filing fee is waived.

Important Points to Remember:

. The entire process must be completed. You will open the new civil case
and file your initial document/pleading. A case is not considered filed until
the complaint is filed.

. Do not attempt to start over again once a case number has been
assigned, even if you believe that you have made a mistake in case
opening. The Clerk’s Office can correct case opening errors, and you
should file your complaint or other initiating document under the first case
number assigned.

. The filing fee is paid while filing the complaint or other initiating document.
Never hit the back button after you have passed the credit card screens.
Doing so could result in double charges.

Required attachments to your complaint or other initiating document:
Civil cover sheet

Category sheet
Summons

If the initiating document is accompanied by a Motion to Proceed in Forma Pauperis, you
must file the Motion/Application to proceed in forma pauperis as a separate document
using the appropriate motion event. The Motion to Proceed in Forma Pauperis will be
document #1 with the Affidavit as an attachment. Then, the complaint will be filed as
document #2.

Judge Assignment

After the complete verification of the case and the filing of the fees, a judge will be
assigned through the random assignment system and the summons will be issued.

The following instructions will walk you through the entire process. Please have you case
opening documents converted to PDF format before starting.




LOG INTO CM/ECF

Authentication
Login:
Log into CM/ECF with
your CM/ECF login and
Password: password.

Login Reset

Utilities Search Logout

Reports

Click on Civil

Unitad Statas District Court
District of Puerbto Rico
Offidal Court Electronic Document Filing System

OPEN A NEW CIVIL CASE - GETTING STARTED

Clvll Events

Dpen a Case Dther Filings Social Sacurity Evants

CIvll Case - Unasshgn ADR Dacuments Soclal Securfty Documents
oLy . Soclal Securtty Complalnt

Initial Pleadimgs and Service Trial Documenits el ; . ..
Complalnts and Other Inftiating Documents Appeal Documents  Social Security Motion for Extension g“Ck on Civil
Senvce of Procecs Other Documents ase -
Answers tn Complaints Unassigned
Other Answers

Motions and Related Filings
Motlons

Fesponses and Replles




The next two screens contain important information. Please read them carefully and
click the [Next] button on each screen.

Open Unassigned Civil Case
Youmay sceess ow Crd Cast Openmg brstachons at vy pord nscourts govmder the CLUBECE man dropdown mem,

I you reqque assstauce whike openiy the case, please call 7817123040

| [Car|
o] [t

Open Unassigned Civil Case

Office [ETED ~  Case tvpe o |~ Case number
Date Oled (2242010

Lead case number

Association TVpe coreoidated -
Oither coart name
Other conrt number The Open Unassigned Civil Case
[1 Related cases screen appears and displays initial
[re] [clear] case filing information.

The office selection is always San Juan.

The Case type field is set to default at cv which represents a civil case, mc is a
miscellaneous case.

Do not select any of the other options on this screen unless you are filing a Notice
of Removal. For a removal case you will enter the name of the county case number in

the Other court number field.

Click the [Next] button.




ENTER THE CIVIL COVER SHEET INFORMATION

(JS-44)
[Open a Clvil Case
Jarlsdietion |3 (Fadaral Qusation} =l
Cause ofaction | 1 =] A NEW screen appears and
i [ = displays multiple fields for
Ociia [Trg Fromeodiog) = entry of information typically
i l:.; el found on the civil cover sheet
laasi | L (JS-44).
" iteniant | =
dury demend [ i) | Cessmtion [ Demsnd oo [ Select from the options
e s N displayed from the drop-
:m i . = cm'n:;;uﬂﬂ ] down menu or fill in the
o [ fpk =l Feedune| g necessary fields.
Mort|  Glar |
Statistical Information Screen:
) Jurisdiction: There are four options:
o 1 (U.S. Government Plaintiff)
o 2 (U.S. Government Defendant)
o The ECF system defaults to 3 (Federal Question) because it is the most
common
o If 4 (Diversity) is the proper Jurisdiction, you will be required to complete
the Citizenship fields for both Plaintiff and Defendant
o 5 (Local Question) - Do Not Use.
° Cause of Action and Nature of Suit Codes
o After entering all information, click the [Next] button.
° The Origin Code is required. Select only one of the following:
o 1 (Original Proceeding) is to be used when filing an original Complaint
o 2 (Removal from State Court) is to be used when filing a Notice of
Removal
o All other codes are for Court Use Only.
° The Citizenship fields are not to be completed unless #4 (Diversity) was

selected in the Jurisdiction field.




ENTER THE CIVIL COVER SHEET INFORMATION

(JS-44) Continued

° Jury Demand
o n (None) if plaintiff does not request a Jury Trial
o p (Plaintiff) if plaintiff requests Jury Trial

° Class Action - If this is a Class Action case, select “y” for yes; otherwise, leave it at “n”
for no.
° Demand - (000) is a number representing the dollar amount demanded in thousands,

up to four digits. For examples, $10,000 would be entered as 10. If there is no dollar
demand, leave this field blank. Note: Currently, anything above four digits should be
entered as 9999. Note: The system will add three zeros to the amount you enter.

° Arbitration Code - leave blank

° County - Select the country corresponding to the first listed plaintiff except if USA is
the plaintiff, in which case it will be the defendant’s country.

° Fee Status: default value is set to “paid”. Select from the drop down menu if different.
o pd (Paid)

o wv (waived) - Do not use.

o pend (IFP pending) Do not use.

o none - for US Attorney use only

o fp - if submitting a motion to proceed in forma pauperis.
° Fee Date and Date Transfer: leave as it is.

After entering all information, click the [Next] button.

The system will verify the accuracy of combinations entered on the screen. For example, if an
invalid Nature of Suit and Jurisdiction combination is selected, a screen will appear stating:

Invalid Nature of Suit/Jurisdiction combination [440/4]. Valid Jurisdiction code(s) for
Nature of Suit [440] are [1,2,3].

If you receive this error message, click [ok] and select valid combinations as
suggested.




ADD PARTY NAMES

The next screen is the participant entry screen where you enter all parties to the case.
The participant entry screen is split into two sides. The right side is used for searching
parties, and the left side displays what parties have been added to the case.

Open a Clvll Case

i MMPETH rz—"" Creats CIge ! Swarch for a party
] r

¥ Last! - Middle
Collanen M| Emand S s I— First I—
| Elﬁfl'lnmﬂ Hame Name I
Search I
[opan  Cinf Cara Before adding a party, you
should first search to see if

| Cresene | Serch fr mparty the party has already been
ERSHAl s e o e e entered into the CM/ECF
=y e Do party database.

Note: See Appendix A for Standard Party Guidelines for the entry of party names.
If unsure how a specific party name should be entered, please contact the Clerk’s Office
Help Desk for guidance.

In the Last/Business Name field enter the first few letters of the last name of the
individual, or the business name of the party you wish to add. Click [Search]. After you
click the search button, the system will look for any matches to your party name entry.

If the correct party name is found, click Select Party.
If the correct party name is not found, click Create New Party.

When entering a company name, the entire name is entered in the Last name field.




fl'll.lll.'nBBI
Emand 4

The Role type defaults to Plaintiff.

role type.

Party Informathon
Lagt name {ionac First nema [idicha|
Mickle name I Gerereiion I
ro EIRE TSR |
|

[ Show this address on the dockat shest

o —
comr[ ]
Fuul—
E-mail |
Perty taxt |
Saridain [7O020CS | Endcata| |
Coporsfion {ne ¥ Hatice |ya3 =

BN

The party information
screen expands to
allow the entry of
more information.

It is important that the filer selects the appropriate

The Party text field is used to enter additional descriptive information that does not

belong in Last/First Name fields. See Appendix A - Party Text.

Do not enter the addresses, e-mail addresses, or telephone numbers for parties.
Remember to select the proper role (plaintiff, defendant, etc.) from the drop down

list.

After entering the party role and the party text (if applicable), click [Add Party].




The party name will appear on the left side of the screen. All participants (parties,
aliases, attorneys and corporate parents) that are added to a case are displayed in a
tree with icons to edit, add, and delete participants.

[ CrecieCasa E Sedrch for & party

ﬂﬂmﬂl Last | Business Hame | First Hame Middk Kame

=] A4
Uieae Jones pla. Saarch
lins _I
:r{nlmeEPnrentwwul ofmate &
pome 45 [

The Icons

The fellowlng takle provides a description for each of the icons that may appear In the participant tree.

I

| Delete this party from this case.

Copy attarney(s) from other parties n the case 10 this party (only If allcvwed by the court).

Edit the parly, alias, corporate parent, or atborney {only if allowed by the court). Cnly
dizplays beside actual names of participants, so if no participant has bean added, this
icon is suppressed.

w
ﬁ Add new alies, corporate parent, or atlormey (only if allvwed by the oourt).
itr
7

Additionally, the + and - icons for gach node expand or collapse the nads, respectively.

To add an alias or corporate parent to the party in the case, simply click the + sign next
to the Alias icon or Corporate Parent icon in the case participant tree. Please note,
attorneys cannot add attorneys to a case. Continue searching for/adding all parties to
the case. Once all participants have been added, click the [Create Case] button near
the top on the left half of the screen.
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Case Opening
The following message will appear. Case will be created. Proceed?

Click Yes to continue with case opening.

The final St,,ep n Opemn% a new Civil Case is to IECF Ol v Crimind + Query + Reports + Utiities + Logout
docket the "Lead Event. U

(pena Civi Case (for atorneys)
Click on the "Docket Lead Event?" hyperlink
which will allow the filer to electronically submit
the complaint or notice of removal. Case Nuabr 0615015 has been opened.

Docket Lead Event?

Note: Once the civil case has been created, a civil case nhumber will be automatically
assigned by the CM/ECF system. DO NOT hit the back button to start over again. If
you return to civil case unassigned, you will be assigning two case numbers to your
action.

FILE THE INITIATING DOCUMENT/PLEADING

COMPIRINTS B GMher AN DOCUMEnts.

I Siwerl bypring b fied ooy e,

Avnilnbde Events {click i seheet sveni) Brleeied Evewhy {clich o remres evei)

T - |

tre sl Comtiidn il

trewdd Ceaciin

&l o by o Eesstion

gl o G . .

Appria o e Highlight the name of the

Barbra iy Aol o ppel

T document you are filing from the

=l drop down box.
Cusebn
i rveror Cowgl Wt

g . Click the [Next] button.

[oa]
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Complaints and Other Initiating Documents The assigned case number appears in

the Case Number box.
Civil Case Number or Numbers

o T | Click the [Next] button.

Somplainta and Mher Initiating Documants
%10eev-01930 Mama Baar's Honay at al v. Honeycornb Produsts

Click to highlight the party filing the complaint (if there is

Fith A ey

=S 1oy RS T mmEYE) more than one party filer, you would click the names
32101020 T while pressing down the Control key)

+HesBee's Honay oz
Honeycomb Produtts o
Allarrs Beprs Haney pis
Click the [Next] button..

Muxl| | Dear Naw iomer

Complaints and Other Initiating Documents
3-10-c4-01005 Pleapledras et al v. Pledradura Community Center

The following wttormeyiparty ssocintions do not exist far the sbave This screen requires the filing attorney to

case{ih associate themselves with the filing party.
This ensures that notices of electronic filing

Flexse check the bex on the kel of the screen for amodiations which will be served on the plaintiff’'s attorney for all

should he ereated. parties indicated.

IFthe assoclation shoald aet be created, be sure the box is anchecked< heck the first box to indicate that this party

WME being represented by the attorney

[T¥ihna Ficapiedras (pty-ple) represented by kim (aty) [ ¥ Notice currently logged in and filing this document.

If this box is not checked, the attorney will
not appear as counsel of record on the front
of the docket.

[18etect olf

ot (]
ead indicates that this attorney is to be
identified as the Lead Counsel.

Notice - this box is automatically checked. NOTE: DO NOT remove the check mark from this box! A
check mark in this box will cause the court’s electronic filing system to send notice of
documents to counsel of record.
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Complaints and Other Initiating Documents Click to highlight the party that this filing is
e o against. (If there is more than one

L St oo fer defenplant, you would click the names while
| cotiznss e Expng pressing down the Control key).

-3:10.cy-1830 R

+Bea-Bes's Haney i Hog-Beg's Honery [pla] .

HRCTOm L U b e el Click the [Next] button.

#Marna Bear's Haney pla

Complaints and Ciher Inflating Documents
51 Dol 1530 Wama Baar's Honey gt sl v, Honeyoomb Products:

Plemre grioee fhe b e sboel, cabeggory b, med surmmncus as s stbachrrats bothe comple sk with e, stk Please read the

message on the
screen and click the
[Next] button.

The initial pleading (complaint, notice of removal, etc) should be converted into portable
document format (PDF) before beginning the case opening process. When filing the
document it will be necessary to enter the exact file path and the document. For ease in
locating/uploading your PDF documents the court recommends that you create a folder
for your District Court case files.

The following screen is where the PDF documents are uploaded.

In the Main Document section, click [Browse] to find the PDF document on your computer.
Clicking the [Browse] button takes you to your local hard drive or network server.

Complaints and Ot Initieting Doouments
30w 01 B30 Harea Bear's Horary st al v Honeyeormb Prodics

: To avoid the chance of
Fentnber {6 (il e CIVIL COVER SEEET, CATECAOET SHEEY, SUMMING, b hs oy il t as. w3 chusndh 60 M coinplsi],

erroneously uploading the wrong

L e gty document, filers are strongly
o |[faea] encouraged to use the [Browse]
R R L P L ] putton .to locate thle file, and then
right click on the file name and
pamTona e select Open with Acrobat. This
[ will open the PDF and allow you to
Attnchiemk; Cadegary Besrripion

view it before filing and ensure
L - that it is the correct document.

] ]
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Once you have found the correct main document (complaint, notice of removal, etc.),
you can begin uploading the attachments (civil cover sheet, category sheet, summons,

exhibits, etc.).

Eomplakm and Other Inll rdng Bocumena

Wemie-m bir By aplond B CIVTL. COVER BHEET, CATREORY BREET, FRMOM D0, md a0 siter rommearks 0 sbid ot i e cnplint

et g eees | Tead [ shory)y
|unettin i

Main Tpcumeat
i T ) e |

Ao mn Catepony

1 [ B TR R B e ey | 0 foaiem v

A | ""“ﬁ
Fd] [E] =
M Progemed ks
Cemyfm

Desripia

Click the [Browse] button on the
line for Attachment 1. Click the
Category drop down and highlight
the correct document you are
attaching. If nothing matches what
you are filing, enter descriptive text
in the free text box.

You must add any exhibits as
attachments to the complaint. The
civil cover sheet, category sheet,
and summons will also be
attachments to the complaint.

When you have finished uploading all attachments, click the [Next] button.

If filing your complaint in forma pauperis, do not attach the motion/application to
proceed in forma pauperis to the complaint. You must file it as a separate document
using the appropriate motion event. It will be document #1.

The corporate disclosure statement should also be filed as a separate entry and should
not be uploaded as an attachment to the complaint.

PAYMENT OF FILING FEE

Complaintz apd Other Initiating Documents

310001013 Mama Besr's Hamey st &l v, Hensycomb Products

I fui: Tled v s om A pplicstbon o Progeed Wikhowt Prepavaent of Feer?

=
I ot & ppieermen (e on heball ol the UHA?
Y
L0

] =]

If filing in forma pauperis or if exempt from the filing fee,
answer YES to the following question. The screen will
default to No.

Filers answering Yes will bypass all payment screens and
will be taken to the final docket text screen to complete

the filing. (See page 16 - Completing the Filing)

To pay with credit card, leave default of No.

-14-




Complaints and Qther Initiating Documents

3:10-cv-01013 Mama Bear's Honey et al v. Honeycomb Products Filers answering (Yes) will not see this
screen.

Fee: 3350
Click the [Next] button.

Pdecwd | | Claar
You will be taken to Pay.gov for
Online Paymenk Betum io yur oigiretin mion  electronic payment of the filing fee
Stap 1: Enter Paymant infornation 1]2

via credit card. The court is not
accepting Bank Account Debits at
this time.

Pay Via Plasde Card |PC) jooz Amerdcan Expraes, Diner Chab, Discever, Mamsrcard, W51
Roguirad Balds ar indicaind with 2 red askarisk *

MHMINHH:EMFM ’

Faymmnt Amomnt $50.00 Fill in the required information.

Bllll-.m*-:' 1 Fields with a red asterisk are
nuu._]gﬂ...;ﬂ required.
ﬂlu:l

Sk Previnee: |— B Click [Continue with Plastic Card

z,;pnmc_..-] Payment] button.

Caurdry: {Uinited Stries

Please do not hit the back button

Cord Iml m#‘-_]m' once you have filled in the credit

T e L | - S card information. Doing so may
Seeurtty code:| T T p——— result in duplicate charges.

Expimion Dwe:] %[ 2*

Selert {he “Conlirue wih Flestc Card Peyment” kiton b conlirue {0 the next step in the Plastic Cand Peymen Prooe=a.

Continue wih Phaatis Card Payment | | cencal |

hoke: Placa o navigating the site using your brreesar’'s Back Button - this may Bad 10 ncompleie da@ being ransmided
and pages being loadkd comedlly. Flez=s uee the lines provided whenser poedbla
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Qniina Fapmant Balsm (5 weur origniling psgl Gitien
Step 2- Autherize Peyment

Paymont SUMMAary  Gdit il infamstion

Enter your email
address if you wish to

Addresn Information

Areenum Information
Accourt Holder Neme; dbzmey Peies

Paymeent Information

Card Typa=Vinn Precymeeni Amourts £150.00 have confirmation sent
Biling Adcress: 2 Soulk Ban Steet Card Humnbpr; = 111 Traneaction Cabe ard (7212008 09222 .
T A Time: &7 to you upon completion
TRy dibron of this transaction.
Sinie £ Proeimes: OH
Zlp! Poatal Coda:
Couniry: LISE

Eminll Corfirmaticn Receslpt

Check the box

authorizing a charge to
your card account.

Tohawe a cenimeation 3am by peu upen compkslion of this fransaclion, provide an amal addreas and confirmeion beme.
EH'IHIAMHI!II

Conflrm EmlllAddm"lI

Finish by clicking
[Submit Payment]

L1

Eacurwis Teidn 2

EHLd

Fugharizmiien and Dlseleaure

Roquired fields are Ir witha rod 5

¥

| auriborze & chiargs 18 rry card acnoum for the Ak Amount In ascondance vl iy card baver agreesment, T 7

Preea fe“Sibmi Peyment” Bution cnly once. Preasing the Bution mora fan once could reaul n mullpk Tai2acima.
Submit Faymernt: I Cancel I

Novta: Pieaas aweld navlgatng th ae uaing your browssra Back Buton - thia may kead to ncompis dats baing rananbed and payea keing beaded
naprrecily. Paase use e Inke prodded swheneves posside.

COMPLETING THE FILING

After payment has been processed, or after indicating IFP or exempt status, you will be taken to the final
docket text screen.

Enter any additional language in the text box, if
agalu Mamevoamts Frodeci( Fllag fee 350 roodpt amaber Tev- D041 Dt appropriate.
ﬁummamnﬂm—mﬂm-mm Le T A TR T g AT TP 2
]
[F=1]

Pay.gov generates the receipt number
appearing in the docket text.

Click the [Next] button.

Cormpleints and Other inltiting

CM/ECF presents the final version of the docket
mmmmMﬂ:mmﬁm lnmmﬂfm = text.

Aoy Beding e YEXT b o
FIO S o o T T S B

Click the [Next] button to complete the filing.
duwaw fler ran i

s 1
CalCover Sapl meecl
=1

b, Wl Wl AT i (vt o OPTER Y O el

Cirgony Kemtpuf  pgen:
Eaproe) I d Gl s pd  gag 1

= eS|
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CM/ECEF issues a receipt confirming the filing of the document(s).

Complaints and Other Initiating Documants
3100001013 WMama Bear's Honey &t 8l v, Honeyromb Froducts

United States District Count for the Districi of Puerio Rico

TEDC - Puerto Rico

Natlee of Electronie Fillng
The folowing trensaction was entered by kim. on 472010 at 420 PM AST and filed on 472010
Cose Nomes M Banr's Hodey et ilv. Hoaevesith Pradicts
Case Number: FA 001015
Filer: Bes-Bed's Hotey

Ifama Hear's Hosey
Docmuent Nombers1

Judpeis) Asslgned: Alda Delgado-Colon (presiding)

Daeket Teat:

COMPLAINT against Honeycomb Praducts { Fillng fee § 350 receipt number Test-160431.), filed by Mama Bear's Honey, Bee-Bee's
Haney. (Attachments: # 1) Civil Cover Sheet, ¥ 1) Category Bheet, # (3) Summons) |kim, )

L10-v-01013 Nodice has been electronically maied o

¥10.rv-01013 Nodiee will not be elerronically maded io:

Bee-Bee's Honsy

Mama Bear's Honey
The folowing document(s) ere associied with this tamsaetion
Document descriplion:iam Document

Oigiiinl fled diés s
Fleetranic dacmment Siamw

-17-




ASSIGNMENT OF JUDGE/ISSUANCE OF SUMMONS

Clerk’s Office staff will receive electronic notification of the filing and will assign a Judge.
An electronic notice will be issued to counsel notifying them of the judge assigned to the
case.

Clerk’s Office staff will issue the summons and return them to the attorney.

18-




CIVIL CASE OPENING/CREDIT CARD MODULE
MANUAL

APPENDIX A - Party Name Standards

November 2010
(revised 04/10)

PARTY NAME STANDARDS

PARTY NAMES

For an individual named person

Only the first letters of the names will be capitalized

Place hyphen between party’s last names (ex. Santiago-Feliciano)

Place last name in the Last Name field

Place first name in the First Name field

Place middle name or initial in the Middle Name field

If the first name is unknown, type the letters FNU in the First Name field (Do not
put Mr., Mrs., Dr., etc.)

Unknown Name of Spouses

Place immediately after the corresponding spouse has been added

Type in the Last Name field - e.g., Jane Doe, John Doe, leave first name field
blank

When an Amended Compilaint is filed identifying the unknown spouse, do not
add the party. The Quality Control Specialist will substitute the party.

Conjugal Partnership = will be a separate party

The words Conjugal Partnership will be followed by the first last name of the
husband, a hyphen, and then the first last name of the wife (ex. Husband is Jose
Santiago-Feliciano, the wife is Maria Rodriguez-Correa. Their Conjugal
Partnership will be added as Conjugal Partnership Santiago-Rodriguez)

Type it all in the Last Name field

Use this standard wording. Do not put Legal Partnership of ..., or jointly as ...,
nor Conjugal Partnership constituted by both etc.

If one of the spouses’ name is unknown then party name will be entered as
Conjugal Partnership Santiago-Doe (unknown wife) or Conjugal Partnership Doe-
Rodriguez (unknown husband).

-19-




Other Unknown Parties =» will be added after all the named parties
type the complete unknown name in the Last Name field, for example
. John Doe, Richard Roe (do not use Fulano de Tal)

Jane Doe, Jane Roe

Insurance Company A-Z

Insurance Company A,B,C

Insurance Corporations A-Z (adding only one is sufficient, do not add
separately as Insurance Company A, Insurance Company B, Insurance
C..)

. Do not add titles to John Does, i.e. Mr. Dr.

. When an Amended Complaint is filed identifying an unknown party, you

will add the named party by clicking on Add or Create a New Party.

Other Names

. type complete name in the Last Name field
. keep prepositions lower caps. Examples:
> Commonwealth of Puerto Rico

> United States of America

> Compania de Servicios de Salud y Medicina Avanzada

> National Council of Examiners for Engineering and Surveying
> Estate of Manuel Perez-Rodriguez

> Isles of the Caribbean

Social Security cases: enter the party name in the last name field as Commissioner of
Social Security. Do not add the name of the presiding commissioner.

PARTY TEXT

The party information screen allows you to add information regarding the position of the
party. Examples of party text:

in representation and on behalf of minor
in his personal and official capacity

as Governor of Puerto Rico

as Mayor of the City of San Juan

as Police Commissioner of Puerto Rico

There are several specific agencies to choose from for the United States of America,
such as.

. United States of America (Rural Development)
. United States of America (Small Business Administration)
. United States of America (US Department of Housing and Urban Development)
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Defendants that are properties, money, etc.

. Real Estate Located at Sector Palo Seco = under last name =» add as Party
Text any additional information
. $100,000 in U.S. Currency =» under last name

CORPORATE PARENT INFORMATION

. Click on the Corporate Parent icon next to Other Affiliate
. Enter the last business name and click on
the Search button
. If there is a match, click on the name shown in the list and click on the

Select name from the list button. This action will return you to the party
information screen, click on the Submit button to end entering the first party
information. If there is no match, click on the Create new corporate parent
button.

. In the corporate parent information screen, select the type and click on the Add
Corporate Parent button. When finished, click on the add new party to continue
entering parties or create case.
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MONETARY DEMAND CODES IN THOUSANDS OF DOLLARS

(ROUNDED TO NEAREST THOUSAND; THE SYSTEM WILL ADD 3 ZEROS )

Code Description

0 less than $500 or no amount demanded
1 $1,000

2 $2,000

10 $10,000

300  $300,000
9999 $9,998,500 or more

Examples

1 $1,234
3 $2,575
10 $9,999

300  $299,600
2500 $2,500,400
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